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'^XCEtASniM FOR i General Counsel 

Diieetar of Security 
Aidltor-is-Chlef 

t ing Bnraonniil .Director 
Acting Comptroller 
Chief, Logistic# Office 
Chief, General Services Office 
Chief, Statical Staff 

SUBJECT : Use of Abbreviations 


1. The Off toe of the Directed has acted as increasing 
tendency within the Agency to employ atiwifttiona in ecea- 
aualoeUani addressed to the Director end Deputy Director, 
-without insuring that such abbreviation® have been, clearly 
explaiaeA. 

2. ft is, therefore, requested that, uhe» preparing 
correspondence for this Office car earresposdeaee wtiieh aay 
be brought to the attention of the Director and Deputy Direc- 
tor, each title be spelled out la the first instance and 
followed by the abbreviation enclosed in parenthesis; "there- 
after, in that coGxamlcation, abbreviations -will suffice. 



Acting Deputy Director 
(AAdniatrstiun) 


STATINTL 

a 



, . . i' U 

p l B «» 

2001/08/14 : CIA-RDP80-00679A0001 00030044-6 



Apprbv 




SECRET 
0100030044 


Central Intelligence Agency 

OFFICIAL ROUTING SLIP 


TO 


Acting Personnel Director 


PRDS 


- 2/1 



DATE 


NOV t off 


FROM 


INITIALS 


Chief / PH&DS 


DATE 


/I NrT . 


APPROVAL 
ACTION 
COMMENT 
I CONCURRENCE 


INFORMATION 
DIRECT REPLY 
PREPARATION OF REPLY 
RECOMMENDATION 


SIGNATURE 
I RETURN 
DISPATCH 
FILE 


Remarks : 

In accordance with your request, the attached PDM 
has been written to provide procedures for using 
abbreviations for titles of Agency officials. 

Your approval and signature are requested. 
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ROUTING AND RECORD SHEET 


INSTRUCTIONS. — Officer designations should be used in the “TO” column. Under each comment a line should be drawn 
across sheet and each comment numbered to correspond with the number in the “TO” column. Each officer should initial 
(check mark insufficient) before further routing. This Record and Routing Sheet should be returned to Registry. 
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